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1 Checklist and Timeline

1.1 Location and Logistics
	Action Item
	Timeline
	Target Date
	Staff Lead
	Notes

	Secure Location
	1 month before 
	
	
	

	Finalize date and time
	1 month before 
	
	
	

	Send out invitations; Track RSVPs
	1 month before 
	
	
	

	Begin compiling supply/material list
	1 month before
	
	
	

	Purchase any supplies needed
	3 weeks before
	
	
	

	Make copies of all printed materials
	2 weeks before
	
	
	

	Confirm logistics, room set up and hire vendors or confirm A/V room setup
	2 weeks before 
	
	
	

	Collect and pack supplies and printed materials
	1 week before
	
	
	

	Deliver materials to site
	1 day before
	
	
	


Event Supply Checklist
□ Banner

□ Podium sign

□ Press kit folders

□ Directional signage
□ Easels
□ Guest sign-in sheets

□ Press sign-in sheets 

□ Blank name tags 

□ Clipboards

□ Index cards for speaker notes

□ Scissors

□ Pens

□ Sharpies

1.2 Advocacy

Consider inviting the following: 

· Local government (city council, mayors, county executives, superintendents)

· State government (governors, state representatives and senators, statewide officials)

· Federal government (Members of Congress, USDA and other federal agency officials)
	Action Item
	Timeline
	Target Date
	Staff Lead
	Notes

	Invite emailed to influencer’s staff 

(cc Lucy Melcher at lmelcher@strength.org)
	As soon as plans are confirmed
	
	
	

	Follow up phone call to ensure the invite was received and reviewed by the scheduler
	Within 1 week of sending invite
	
	
	

	Follow up to confirm if the elected official or a staff member is able to attend
	2 weeks before
	
	
	

	Follow up with your contact or the staff attending the event to ensure they are still attending
	1 day before
	
	
	

	Send a thank you note to staff 
	Within one week of event
	
	
	


1.3 Media, Communications, and Content
	Action Item
	Timeline
	Target Date
	Staff Lead
	Notes

	Send out invitations; Track RSVPs
	1 month before 
	
	
	

	Approach TV stations for morning show or week-of coverage
	3 weeks before
	
	
	

	Confirm speakers
	3-4 weeks before 
	
	
	

	Develop Run of Show
	3 weeks before
	
	
	

	Approach TV/Radio about day-of coverage
	2 weeks before
	
	
	

	Finalize media advisory and news release with approval from all parties
	2 weeks before 
	
	
	

	Brief speakers
	1 week before 
	
	
	

	Send out media advisory
	1 week before 
	
	
	

	Follow up calls to pitch press on media advisory
	Day after advisory is sent
	
	
	

	Follow up calls to pitch press on media advisory
	3 days before
	
	
	

	Follow up calls to pitch press on media advisory (Print)
	1 day before
	
	
	

	Confirm with TV/Radio for day-of coverage
	Morning of event
	
	
	

	Send out press release
	Directly before or after event
	
	
	

	Follow up with media on photos and interview requests
	Directly after event
	
	
	

	Follow up with No Kid Hungry  to share highlights and impact stories
	Directly after event
	
	
	


Suggested Media Materials
□ News advisory

□ Program agenda

□ Press release

□ Speaker bios and headshots

□ No Kid Hungry overview
□ Lead organization overview

□ Child hunger fact sheet (State/District specific)
□ Program run of show with times

□ Frequently asked questions (for media interviews)

□ Suggested talking points (for speakers)

2 Advocacy
2.1 Influencer Invite

[PARTNER LETTERHEAD]   [NO KID HUNGRY LOGO]

Dear [NAME]:  

I would like to invite you to visit [SUMMER SITE] to experience a summer meal site in action, and see the power of connecting kids in need with a healthy meal.  
We like to think of summer vacation as a carefree time for kids. For millions of children, however, the summer months are a time of stress and anxiety. As schools across the nation close for the summer, the school meals many low-income children rely on also come to an end. As a result, millions of children spend their vacations worried about how to get enough to eat. It’s also a tough time for many low-income families who see their tight budgets further strained in the summer months.

Summer meals sites operate in many areas of our state. However, [XX] percent of the kids in [STATE] who need these meals aren’t getting them. Many families live outside of areas where sites are eligible to open, or barriers such as safety, weather, or transportation create challenges for kids to access the sites. 
We are working every day to tear down the barriers that make it hard for kids to get the healthy food they need in summertime, making sure more families know about the program and making it easier for kids to access the sites. I invite you to visit a site this summer to see firsthand the impact it has on children in your community and to discuss how we can make sure all low-income children in our community have access to healthy food during the summer. 
To confirm or learn more, please contact our [NAME AND TITLE], at [EMAIL], or [PHONE] at your earliest convenience. 
Thank you for considering this request.

Best,

[SIGNATURE INCLUDING TITLE]
Scheduling Request for [Insert Elected Official Name]
Event:
Summer Meals Site visit in [CITY/TOWN], hosted by [PARTNER]  
Attendees: 
Children and families in your district/state, [PARTNER NAME] staff, and press welcome; we will invite press at your discretion
Date and Time: 
Based on your availability in [MONTH/S] 
Contact: 
[NAME AND CONTACT INFORMATION]
2.2 Influencer Thank You

Dear MEMBER NAME: 

Thank you for attending a summer meals site visit on DATE. We were honored to have the opportunity to share this program with you and your staff and show you firsthand the impact summer feeding is having on your constituents. 

Summer meal programs are more important than ever before as [AREA/CITY/STATE] families are struggling to make ends meet. 

Free summer meals make sure kids are able to eat healthy meals during summer while also helping low-income families save money and stretch their summer food budgets.  However, as you saw, for many kids, accessing these meals can be a real challenge. We look forward to more opportunities to work with you to ensure all of your constituents have access to meals in the summertime. 
Please do not hesitate to contact me for any additional information.

Best,

NAME
ORGANIZATION 
3 Media

3.1 Template Media Advisory

Note: Customize this news advisory to invite local media to attend your event. Send out one week before, then call to follow up and resend the day before the event. Send the advisory to your local TV stations, radio stations and statewide/community newspapers. 
[Name, Title, Contact Info]
MEDIA ADVISORY: [INSERT DATE OF EVENT] 

[Influencer] to Join [Organization] for Summer Meals Site Visit 

Free Summer Meals Offered to Area Kids and Teens at X sites in [City/State] 

[City, State] – For many kids, summer vacation can be the hungriest time of year. [Influencer] and the [Organization] will join children and families at the [Site Location] on [Date of Event] to see firsthand the impact summer meal programs have on kids struggling with hunger when school is out. 

When schools across the country close for the summer, school meals also come to an end. For the 1 in 7 kids who struggle with hunger, that means summer vacation can be a time of uncertainty and anxiety about meals. It is also tough on families who see their tight budgets further strained in the summer months.

The federal summer meals program helps low-income children get the healthy food they need when school is out. These healthy meals are available to kids and teens across the country, but only a fraction of those in need have access. Barriers like extreme weather, transportation challenges and excessive red tape block most kids from getting the meals they need. In [City/State], only X percent of children who receive a free or reduced-price lunch during the school year are participating in the summer meals program.  
Childhood hunger in [State] is a solvable problem. The [Organization] works with the No Kid Hungry campaign to find the most efficient and effective ways to connect more kids with the healthy food they need every day. Together, we are ending childhood hunger in America. 

Who: [LIST NAMES, TITLES, AND ORGANIZATIONS OF SPEAKERS] 
What: [DESCRIPTION OF EVENT] to highlight the [STATE/CITY] free summer meals program 
Where: [SUMMER MEALS SITE RECOMMENDED FOR EVENTS – INCLUDE EVENT ADDRESS, DIRECTIONS AND PARKING INSTRUCTIONS IF NECESSARY]
When: [DAY OF WEEK, DATE OF EVENT, TIME]
Other: [INCLUDE INFORMATION ABOUT VISUALS, WHO’S AVAILABLE FOR INTERVIEWS, PHOTO OPS AND ANY OTHER INFO THAT WILL APPEAL TO MEDIA]
###
3.2 Template Press Release
Note: Customize this press release to announce the start of your summer meals program. If you are hosting an event, send out either directly before or after the event and send to a broad list of media contacts (TV, radio, print and online outlets). 
[ORGANIZATION LOGOS HERE]

FOR IMMEDIATE RELEASE                                                                                                            CONTACT: [NAME]
[DATE]                                                                                                                                                  [Email]                                                                                                                                                                                                            PHONE: [CELL AND OFFICE]

                                
[Influencer] and [Organization] Tour Summer Meals Site 

X Kids in [City/State] Experience Summer Hunger 

[City, State] -- For many kids, summer vacation comes with a thrill of anticipation. Weeks stretch ahead filled with dreams of bike rides, swimming pools, family vacations and long, lazy days hanging out with friends. For millions of kids in America, however, it’s a much different story. For kids living in low-income families struggling to put food on the table, summer’s bright promise has been replaced with worry, anxiety and the threat of hunger.  

[Influencer] and the [Organization] joined children at the [Location Site] today to see firsthand the impact summer meal programs have for kids struggling with hunger. National summer meals programs, like the United States Department of Agriculture’s Summer Food Service Program, were created forty years ago to help students get nourishment when school is out of session. Under the current program, federally reimbursed meals are available to kids at sites around the country, including schools, faith-based programs and community centers. This program is lifeline for kids in need. 

Unfortunately, barriers like extreme weather, transportation challenges and excessive red tape, however, block many kids from getting the meals they need.

Together, No Kid Hungry and [Location Site] are working to overcome these barriers, and encouraging effective, efficient policies that make sure all kids are getting the healthy food they need. 

“In [City/State], only X]percent of children who receive free or reduced-price lunch participate in the summer meals program,” [Influencer] said. “We can and must do more to increase participation in these programs and connect more kids with the healthy food they need every day.”

[Organization] partners with the national No Kid Hungry campaign to raise awareness about summer meals program in the area, as well as increase the number of sites available to hungry kids. 

  ###

About [ORGANIZATION]
[ADD BRIEF BLURB]

About Share Our Strength’s No Kid Hungry Campaign

No child should go hungry in America, but 1 in 7 kids will face hunger this year. Using proven, practical solutions, No Kid Hungry is ending childhood hunger today by ensuring that kids start the day with a nutritious breakfast and families learn the skills they need to shop and cook on a budget. When we all work together, we can make sure kids get the healthy food they need. No Kid Hungry is a campaign of national anti-hunger organization Share Our Strength. Join us at NoKidHungry.org.

3.3 Template FAQs

Note: Customize these FAQs about summer meals to announce your summer meals program. Use this information on your website and in materials to provide more information about programs.  
 When school is out for the summer, meals will still be in session. Learn how to get free summer meals. 

Summer Meals: Food, Friends and Fun

Frequently Asked Questions

What are summer meals programs?  Summer meals programs are a federal child nutrition programs funded by the USDA and designed to provide kids and teens ages 18 and under healthy meals during the months of June, July, and August when school is out. 

How do I find a Summer Meal site in my community? Summer meals sites are in the community at safe, supervised places like churches, schools and community centers. Go to WEBSITE or call 1-XXX-XXX-XXX to find a site and learn more or text [SHORTCODE] to 877-877 to find a site near you. 

What kind of food is served at these sites? The meals served are healthy and meet USDA guidelines. A typical lunch, for example, will include a turkey sandwich on wheat bread, milk, an apple and a salad. Here is a sample menu [INCLUDE LINK]. 

Do summer meal sites offer activities? Many sites offer fun learning and recreational activities in a safe, supervised environment. To find out the type of activities offered, call the site. For more summer programming options, visit WEBSITE or call 1-XXX-XXX-XXX. 

There is no site in my area. What can I do to be sure that one is available for the children in my area next summer? If there are no summer meals sites in your community, we can HELP. Contact XXXX at: XXXX or email info@x.org. 

What else can I do to help? You can share information about free summer meals with your friends, neighbors and family members. 

Have other questions? Please contact XX at: info@X.org. 

4 Social Media 
Note: Using the hashtags #SummerMeals and #NoKidHungry help us track how far we are able to spread the word about summer meals on social media. Thanks for using them. 

4.1 Promoting Your Event Media Samples
· Next week, @repjanedoe is joining us to see #SummerMeals in action! Learn more about getting involved: [LINK] #NoKidHungry
· Excited for @repjohndoe to join us at a #SummerMeals site next week! Find a site in your area by texting FOOD to 877-877 #NoKidHungry
· Join us for a #SummerMeals kickoff event with @repjohndoe next [DAY] in [CITY]! Learn more: [LINK] #NoKidHungry
· Tomorrow, @RepJohnDoe will be joining us in [CITY] to kick off our #SummerMeals program! Learn more: [LINK] #NoKidHungry
· Join us at 123 main street in smalltown on Tues, 6/4 to kick off #SummerMeals program w @RepJohnDoe! [LINK] #NoKidHungry
4.2 Day-Of Social Media Guidelines

· Have at least one person dedicated to social media throughout the day 

· Live Tweet pictures from the event, participant quotes

· Thank any influencers (don’t forget to tag them) for joining the tour 

· Be sure to respond to anyone that is posting about the tours

· Tag the school or site if you are using (and thank them at the end of the day for their support) 

· Post a photo album of pics on your Facebook page  

· Tag @NoKidHungry in your Tweets

4.3 Day Of Social Media Samples: 

During the Event:
· We're here with @CongressmanJohnDoe in [CITY] to talk about #SummerMeals! Find a site in your area by texting FOOD to 877-877 #NoKidHungry
· Here's @CongressmanJohnDoe talking about #SummerMeals - text FOOD to 877-877 to find a site in your area [picture] #NoKidHungry
· Excited to be at a #SummerMeals site in [CITY] with @CongressmanJohnDo! Find free summer meals for kids by texting FOOD to 877-877 #NoKidHungry
Immediately After Event:

· A big thank you to @CongressmanJohnDoe for joining us to talk about the importance of #SummerMeals! Learn more here: [LINK] #NoKidHungry
Thanks to @CongressmanJohnDoe for helping us promote #SummerMeals. To find free meals for kids in your area text FOOD to 877-877 #NoKidHungry 

5 Blogs 
5.1 Tips for Writing a Good No Kid Hungry Blog Post
Our goal is for readers of the No Kid Hungry Blog to be able to get a quick snapshot of the work we’re doing, the impact it is making, and for them to find ways that they can get involved in our work. We want to educate, inspire and motivate readers to get further involved in the fight against hunger, not just inform. 

Examples of Successful Blog Posts:

(Emotional Storytelling) What Does Hunger Feel Like
(From a Specific Perspective) A Football Coach Ends Hunger in His Community
(Compelling and Informative) Ask the Expert: Child Nutrition Reauthorization in 2015
(Taking a Stand) No Kid Hungry on Capitol Hill
(Powerful Numbers) 345 Million Smiles, High Fives, and Healthy Meals for Kids
Tips:

1. Give it a short, compelling title. Ask yourself, “Would I want to read this based on this headline?” “Is there an ‘Ah-ha,’ or ‘reason-to-care’ in it?”
2. Don’t shy away from sharing your passion and opinion. No one wants to read a dry or academic-sounding blog post. 
3. No need to be overly formal in your language. Write in conversational terms, as if you’re talking with a friend. If you’re trying to elicit an emotion or share a passion, try to paint a picture or share a real-live experience that moved you. 

4. Avoid insider language, and if you use it, give it context. Assume that the reader is new to hunger issues, and that she/he has no idea, for example, how the summer meals program works. Give the reader context and don’t be afraid to offer a brief primer on the issues at hand.   
5. Write less. There’s no rule on length. As a general rule, keep it as short as possible to get the desired message across. And remember, a picture is worth a thousand words.
6. Make your posts scannable. Consider using bullets, subheadings, or bolding important phrases. Make it easy for readers to catch your point. 
7. Engage Readers. End posts by asking questions or soliciting opinions. Or, you can end posts by giving readers an action to take, such as sharing a specific piece of content. 
8. Suggest Imagery. If you don’t have an image to accompany your post, we can supply one. Just suggest to us what you would like to see in terms of an image. 
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